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17 January 1952 


MHMMDIM FOR THE ASSISIAPT DEPOT! DIRECTOR {ADMIN 2BTRAT IOI ) 

SUBJECT: Revision of the Table of Organisation of the 
Office of Rational Intimates 


1. la the light of tie pact year’s experience, certain re- 
visions in the T/0 of this Office appear to be desirable and 
necessary for the efficient fulfillment of our mission. 

2. It is, therefore, requested that consideration be given 
to T/0 revisions as outlined below: 

{») The DC I lias recently approved the appo intment of 
a Deputy Assistant Director (Administration) for 0/m. It 
is desired that the T/0 be adjusted to include this posi- 
tion in grade GS-17. The AD/ HE has discussed the matter 
of gr ad e of this position with the Deputy Director (Admin- 
istration) who agrees in principle with the OB-17 classifi- 
cation and who Indicated that he would so inform the 
Assistant Deputy Director (Administration). The AD/DE 
will he available to confer further on this point if it (+ 1} 

is desired. 

r,ftw/»r.rr«ntl vi the position of Executive Secretary, 

Board of National Estimates (GS-16, position #36) (-1) 

may be deleted, 

(b) It is desired that position #4&* GS-15* the NSC 
Staff Assistant, be transferred on the T/0 free* the General 
Group, Estimate® Staff, to the immediate office of the SB/M. 

(c) It is requested that the T/0 of the General Group, 
Estimates Staff* be revised to include six new positions 
at GS-15, Intelligenco Officers. The term "General Group" 
ha® come to be a genari: tent used to cover at least three 
types of f unc tions. These are all, in our view, comparable (+ 6 ) 
to each other and correspond roughly in importance to the 
Division Chief term used In other Offices. 

Beak member of the General Group must be qualified 
to serve and doe® serve ae Task Team Chairman of a National 
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Intelligence Estimate. If this were all that had to be done, 
as was generally assumed when the existing authorizations 
for €58—15 were requested, no change would now be required. 

However, we hare found that considerable time must be spent 
by these arose General Grout: people in the performance of other 
duties. Four, for example, hare now been given specific su- 
pervisory responsib ili ties over the work of regional specialists. 

Our work with the IAC latch Committee is more time consuming 
then had been anticipated. The preparation of special projects 
far the Director and the Deputy Directors is greater than was 
anticipated. 

To meet these needs adequately, we need a shift in 
Staff personnel both mp and down. While we are asking for 
additional GS-15*s, we are also asking for some lower grades, 

(see below) but at the sense tic® are reducing our f/0 posi- 
tions at the OS-12, GS-13, and GS-14 level. 

Concurrently : positions #49 through 54, both lnclu- (-6) 
sive, GS-14, Intelligence Officers, may be deleted. 

(d) A number of revisions are considered desirable in 
the T/O of the Specialists Group. The existing T/0 of that 
Group is obviously defect ive in having no positions allocated 
for junior Intelligence officers, covering grades GS-9 and 
GS-11. During the past year we have realized tlmt there is 
a continuing need for the employment of a few carefully selected 
junior professionals to be trained under the guidance of cur 
senior regional specialists. We have encountered increasing 
difficulty In attempting to fill this specific need within 
the limits imposed by the existing f/0. It Is also felt that 
provision must be made to furnish a •’ladder” by which promo- 
tions may be achieved, la these circumstances, it is requested 
that a revision be authorized to include six now positions - 3 (“♦&) 

at GS-9 and 3 at GS-11 (intelligence Officers). 

Gongurrantlv : this Office rocoroaonds deletion of posi- 
tions listed below: 

Position #61, GS-15, Intel! igeaiee Officer (-1) 

Positions #70,71,72, 08-13, Intelligence Officers (- 3 ) 

Positions #74*75, 73, 08 - 12 , Intelligence Officers (— 3 ) 

Positions #99,107, CSS-7, Intelligence Of ficer-He search Assistant (-2) 
Position ilOB, GS-6, C lerk-. c tenograply (-1) 

(a) It is requested that position #42, GS-6, Secretary 
Stenography in the offic© of the Chief, Estimates Staff, be 
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reclassified to GS— 7. It is deeded by this Office that the 
duties involved in this position are commensurate with those 
of the (25-7 grade. The incumbent in this position is required 
in addition to normal secretarial duties, to maintain a com- 
plete and up to date record of the status of each, national 
Intelligence Estimate and Special Estimate . In the perform- 
ance of this function, the incumbent must vaaintain continuing 
contact with the Task T ©am Chairmen who report the progress 
of each HU. This record also reports the target dates 
assigned in each instance, the status of agency contributions, 
a nd the drafting stage of each estimate. It constitutes the 
official record of the Chief, Estimates Staff, and is the 
basis for further allocations of responsibility and assign- 
ment of priorities within 0/NE. The incumbent in this posi- 
tion Is also charged with the daily maintenance of the 0/H5 
cable book for the use of the AD/NE, the members of the 
Board of national Eskimo tea and of the Estimates Staff. 


It is our recaaiendation that this position b® 
reclassified to GS-7. 

(f ) It is requested that position #95 (GS-4, Clerk) 
in the Information Control ~ ranch of the Support Staff be 
reclassified to 0S-5. This position was set up at the time 
of the institution of the 0/fe Central Files, The Central 
Piles operation has now been, in effect since August, 1951, 
and it is believed that the duties and responsibilities in- 
volved in this position are commensurate with a GS-5 clas - 
sification. The incraabent is required to be thoroughly 
Informed on the current work in progress throughout G/fe, 
to have knowledge of relative priori tier, and specific in- 
terests, to be familiar with many and diverse source materials 
and to produce on short notice such materials as required 
by the Board and Staff members. The incumbent, with the 
guidance of the professional personnel, is also charged 
with eliminating from the files at intervale all materials 
no longer of value and of maintaining all essential documents. 
Is order to provide this service efficiently, it is necessary 
that all supporting materials, of CIA and other origin, 
which haw bee® determined essential for O/te’s Central 
Files, be carefully indexed and readily available . The 
incumbent, under the supervision and guidance of her superior, 
maintains continuing contact with all levels of professional 
personnel of 0/HE in order to Insure that their needs for 
each materials are fully set. 


It is our recommendation that this position be 
reclassified to GS-5. 
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(*) fh is Office r rmrs m oi tfin tie reclaesi f 1 cat 1 on of posi- 
tion ffeJtffl, Clerk-Typing* OS- 4 , in the Publications Branch 
of the Support Staff to that of OS-5. Oar experience has 
shown that the Publications Branch, while numerically & aaall 
segscnt of Q/m, is ore of it* most vital components*. Tm 
werk-losd of this trait has constantly increased and has now 
assumed substantial proportions. Through this unit — consist- 
ing of 5 person# (when fully staffed) is channeled the entire 
cat-pit of p /W.„ Ite work is under constant pressure, with 
rigid — and often 24-hour — deadlines. Accuracy in its 
operation is essential. It night fee noted that in this salt 
is done all jffoofraafttng of fUt*# end SI 1 # destined for the 
use of the highest policy levels of the gevenaraat, as wall 
as the processing of memoranda for the DCI and special projects 
undertaken fey this Office at the BCI*s instruction. 

The Chief of the Support Staff, who is responsible 
for the operation of this wait, does act feel that it is 
neeess&ry at this tine to increase the else of its T/C, but 
eensiders It most desirable to reclassify at least one of 
the existing G8-4 positions to 63-5, ar feeing a more nearly 
accurate reflection of the quality of work which is now 
feeing performed. 

We strongly rocosssoad such a reclassification. 

<h) This Office aleo recommends the deletion of position 
#92, 63-5, Property m id Supply Cleric in the larediat© office (-1) 


of the AI>/te» 

S2MHAIX 

Btew Positions Bequest-w’ 13 

Deletions Recceasended 1 $ 

Intra-Office Transfer of Porltlca tequeeted 1 

Beclueatficatlons Becpaested 3 


3. 1% alisll fee pleased to discuss these aaiter® with- any 
appropriate officials whenever it is desired. 


0/HEtFDsle 

Distributions 

Original 

Chief, Gen. Services 
Personnel 
Comptroller 
AD/NE v 


Deputy Assistant Director (idnlnistratlon) 

Q/m 
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